PURCHASING AGENTS 
CONTROLLERS AND 
OFFICE MANAGERS 
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Two of Wholesale’s ‘Master Grade” Production lines. 


Winx all new typewriters allotted to military use, with used typewriters being rationed only to a 
limited list of essential users, the typewriters in your office today are in all probability irreplace- 
able until the war ends. Maintenance of these vital working tools in prime condition is of the utmost 
importance to your business. 


Which brings us to the point of our story. 


We here at Wholesale operate the world's largest plant devoted exclusively to the rebuilding 
of typewriters. For years our Master Grade Rebuilts have led all others in sales, not only here in the 
U. S. A. but also in every country abroad. Factory trained mechanics—150 of them—are turning out 
the finest rebuilt it is possible to produce. Factory methods of assembly, complete refinishing, genuine 
replacement parts from original manufacturer, back our offer to thoroughly rebuild your typewriters 
to give guaranteed service for the duration. 


Telephone Walker 5-2690, Mr. Barnett, or write. 
Keep ‘em typing. 


THE WHOLESALE TYPEWRITER CO. 


155 SIXTH AVENUE NEW YORK, N. Y. 
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“CARBON PAPERS 


A BIG TIME-SAVER IN BUSY BUSINESSES AND INDUSTRIES 


nonstick4 


GIVES SHARP, 
PENCIL-WRITTEN COPIES— 
SINGLE OR MULTIPLE— 
OF DETAILS, DIAGRAMS, 
SKETCHES, etc. 


A new high in producing 
bright, colorful, clean 
carbon copies IN QUANTITY 


DOES NOT STICK, SMEAR, 
SMUDGE OR OFFSET 


Send QUICKMAIL COUPON No. 2 


For free sample and prices, ask your dealer or contact the 
Columbia Office nearest you. 


COLUMBIA RIBBON & CARBON MANUFACTURING CO., INC. 
Main Office and Factory Glen Cove, L. I., N. Y. 


Branches ; . 
] 
so64 West 40th Street, New York City 227 East Michigan Street, Milwaukee, Wis. eee 
- 4 Dwight Building, Kansas City, Mo. 200 Plymouth Building, Minneapolis, ee ee 
‘ 27 South La Salle Street, Chicago, Ill. Minn. 
= West Congress Street, Detroit, Mich. 107 Union Street, Nashville, Tenn. 
we Pox Building, Philadelphia, Penna. 205 East 6th Street, Cincinnati, Ohio 
) Standard Life Building, Pittsburgh (Harris-Moers Company) 
Penna. Also—London, England; Sydney, Australia 


August, 1942 
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TO EXECUTIVES: 


NOW YOU CAN HELP 


The Treasury’s decision 
to increase the limitations 
on the F and G Bonds 
resulted from numerous 

requests by purchasers who asked the 
Opportunity to put more money into 
the war program. 

This is not a new Bond issue 
and not a new series of War Bonds: 
Thousands of individuals, corpora- 
tions, labor unions, and other organi- 
zations have this year already pur- 
chased $50,000 of Series F and G 
Bonds, the old limit. Under the new 
regulations, however, these Bond 
holders will be permitted to make 
additional purchases of $50,000 in 
the remaining months of the year. 
The new limitation on holdings of 
$100,000 in any one calendar year in 
either Series F or G, or in both series 
combined, is on the cost price, not on 
the maturity value. 


Save With... 


Series F and G Bonds are intended 
primarily for larger investors and may 
be registered in the names of fiduci- 
aries, corporations, labor unions and 
other groups, as well as in the names 
of individuals. 

The Series F Bond is a 12-year 
appreciation Bond, issued on a dis- 
count basis at 74 percent of maturity 
value. If held to maturity, 12 years 
from the date of issue, the Bond draws 
interest equivalent to 2.53 percent 2 
year; computed on the purchase price, 
compounded semiannually. 

The Series G Bond is a 12-year cur- 
rent income Bond issued at par, and 
draws interest of 2.5 percent a year, 
paid semiannually by Treasury check: 

Don’t delay—your “fighting dollars” 
are needed now. Your bank or post 
office has full details. 


War Savings Bonds 


OFFICE EQUIPMENT DIGEST 


This space is a contribution to America’s All-Out War Program by 


OFFICE EQUIPMENT DIGEST August, 1942 


For Purchasing Agents, Controllers, Office Managers 
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Quink 


CONTAINS SOLV-X 


» vcta 


Pens which break down now may stay down 
for the duration. Pen repair materials are 
becoming hard to get . . 
war work. 


. are needed for 


That’s why it’s your patriotic duty to help 
keep your office pens in shape. To help 
guard these valuable “fighting tools,” Parker 
scientists have discovered an amazing new 
protective ink, It’s new Parker Quink with 
solv-x. 


Quink dissolves sediment and gummy de- 
posits left in pens by inferior inks. It elimi- 


Parker 


| /PERMANENT\ "2 | 2 
: BLUE- BLACK peal 
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Guard your valuable office pens with this 


NEW PARKER QUINK is the 
only ink containing solv-x. 
Eliminates the cause of most 
pen failures . . . helps keep 
fountain and steel pens run- 
ning smoothly —free from 
sediment and gummy depos- 
its left by inferior inks! 


CLEAN AND FILL ALL OFFICES PENS WITH PARKER QUINK! 


nates the corrosion and rubber rot inevitable 
with strongly acid inks. Actually cleans pens 
as it writes! 


Stock up now on rich, full-bodied Parker 
Quink. It dries far faster than ordinary inks. 
PERMANENT Quink for records and docu- 
mentary use is as permanent as the paper! 
In Black, Blue-black, and Royal Blue it equals 
or excels U. S. Government specifications in 
8 major ways. Order the large size Parker 
Quink today. The Parker Pen Company, 
Janesville, Wis. 


Made by the makers of 
famous Parker Pens. 7 
COLORS: Black, Blue-black, 
Royal Blue, Green. Violet, 
Brown, Red. WASHABLE 
or PERMANENT. 


COpPR. 1942, THE PARKER PEN COMPANY 


August, 1942 


To answer this advertisement use QUICKMAIL COUPON No. 3 
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New GLASS liandi-pea 


helps you: 
beat war shortages 


This new development by 
Gengbuscle protects your 
future supply of desk sets 


Rubber, certain plastics, and other critical ma- 
terials have a “war job” today. Obviously, 
they aren’t available for future manufacture of 
desk sets. . . . But that doesn’t mean that you 
have to stop giving your desk workers the 
“greatest aid to writing ease’—the Sengbusch | 
Handi-pen set. | 

The mew Handi-pen set of glass fully retains | 
all the advantages of Handi-pen writing—as- | 
suring you of satisfied users and maximum | 
output. It is a high-grade product built ac-— 
cording to our usual custom—durable, prac- | 
tical, good-looking in design. Black or crystal 
glass, indestructible by ink acids. 100% ac- 
ceptable wherever shown. 

Order the new Handi-pen, for efficiency and 
all-around satisfaction. Ask your stationer for 
circular giving details and prices. Sengbusch 
Self-Closing Inkstand Co., 827 Sengbusch 

_ Building, Milwaukee, Wis. 


fibre base; 
wood grained, 


’ 
brown fmish. 
$3.00 so $11.80. 


To answer the above ad use QUICKMAIL COUPON No. 1/4 
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U. S. Pat. No. 2,177,071 


War Bond Wallet 
AND ; 
Visible Register 


Amazingly timely and successful. In- 


_— coming from every corner of 


e country. “The Patriot's Pocket- 
book” is what they're calling it, and 
how right they are! lts patented, at- 
a-glance Redi-Record visible system 
is the most practical method of re- 
cording every American's investment 
in his country! As a personalized gift 
—asa premium—as an incentive to 
more "bond buying”, it's the na- 
tion’s No. | hit. 

Backed by strong, well planned, 
full coverage consumer promotion 
in leading magazines, circular and 
point-of-sale material. 

Get on the "bondwagon" with 
this Redi-Record War Bond Wallet 
and Visible Register. 


No. T-201_ 

Smooth Finish Genuine 

Two-toned Lambskin. 3 
» 2 Gold 


No. USW 
Simulated leather. Dark 
. Printed in 


(All items listed are 5" x11" 
size and are i ‘4 
boxed, jes USW whic! 

comes 3 dozen to a box}.) 


SEND FOR DESCRIPTIVE FOLDER NO. !0 


™ REDI - RECORD 


COMPANY 
160 Madison Ave., New York, N.Y. 


“A Redi - Record Product” 


To answer the above advertisement use QUICKMAIL COUPON No. 36 


August, 1942 
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Thousands of 


stationery 


buyers specify 


Saws 


... because it’s the brand 
you can depend on! 


For many years, one brand of stationery 
products has been growing and growing 
in favor. It’s the Justrite brand—and the 
products include such items as inks, 
sheet protectors, index tabs, stamp pads 
and marking devices of every conceiv- 
able kind. With the years, shrewd sta- 
tionery buyers have learned that Justrite 
products are simply a little better—that 
they stand up longer, perform more effi- 
ciently, are better designed. 


Little wonder, then, that sales on Just- 
rite products have been soaring! In fact, 
stationers all over America are begin- 
ning to capitalize on this acceptance, are 
winning increasingly bigger profits from 
these profitable items. 

Get all the facts about the Justric_ 
brand now! Write today for complete 
information on this dependable line. 


THE LOUIS MELIND COMPANY 
New York CHICAGO 


San Francisco 


MARKING DEVICES ee 
STAMP PADS 


INDEX TABS [==@\ 


SHEET 
PROTECTORS 


AND OTHER PRODUCTS 
THAT STATIONERS SELL 


August, | 942 To answer the above ad Use QUICKMAIL COUPON No. 4 7 
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PENCIL PERFORMANCE 


NATIONAL PENCILS justify the confidence users all sid the country have placed 


upon them. They live up to expectations and perform so well that customers come 
back for more. 

Purchasing Agents who are not specifying the best grades of pencils should try 
NATIONAL PENCILS. They look good, write smooth, wear well and how the 
points can take it. 


Ask for samples of our colored, copying, drawing and other black-lead pencils. 


Use QUICKMAIL 


COUPON wo Ra 


NATIONAL PENCIL COMPANY 


SHELBYVILLE TENNESSEE 


Eastern Sales Manager Western Manager 
R. A. Weissenborn W. J. Sunderland 


JUST WHERE WE FIT IN 


The vital business of the Nation depends upon Carbon Paper and Typewriter Ribbons. No one 
knows better than M. & V. how purchasing executives NEED the help of manufacturers NOW. 
.. and all our great facilities, including peerless branch service are working overtime to make 


good our responsibility to you. 


Use QUICKMAIL 


COUPON so 


CONSERVE those empty ribbon spools, they're needed, too. 


PARK RIDGE ° NEW JERSEY 


These convenient branches to serve you faster and better 
SAN FRANCISCO LOS ANGELES ‘ 


4 Mirtac « Votcer, Inc. 
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Steel for binder folders is out—and when your present supply is exhausted you 
won't be able to replace it for some time to come. Your customers will soon be 
aware of this shortage and will expect you to furnish them with a suitable sub- 
stitute for the duration of the War. 

“Y and E” has just such a substitute for you in their No. 9524 and No. 9526 
Manila File Pockets. Of one piece construction, with 1” expansion and cloth 
reinforcing at the top of the gusset, these pockets are a perfect substitute for 
binder folders. They will serve to keep related papers all together and readily 
accessible at all times. Available in letter and legal sizes with straight or 2/5 cut 
tabs, and at a price that’s in line with what your customers have been paying 
for good binder folders. 

This is just one of the ways that dealers who handle “Y and E”’ Filing Systems 
and Supplies can meet priority shortages. Write today for samples and prices 
on these manila file pockets, as well as complete information on the long established 
Yawmanote line of red rope and manila folders, wallets and file pockets. 


YAWMAN AND ERBE MFG. CO. 


Foremost for Sixty Years 


ROCHESTER, NEW YORK 


August, 1942 To answer the above ad use QUICKMAIL COUPON No. 8 


Yawmanote 
Red Rope File Pockets 


Yawmanote 
Red Rope File Folders 


Yawmanote 


Red Rope Expa 


nding Wallets 
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QUICKMATL 


3 TO ANSWER ADVERTISEMENTS 
« OFFICE EQUIPMENT DIGEST obtained exclusive rights for the office equip- 
. ment and stationery field to the Quickmail Coupon System —a patented new 
da inquiry system which saves hours of time for readers in answering advertisements 

and securing information about merchandise. 
tg THE QUICKMAIL COUPON SYSTEM brings you these advantages:— 

1. Only | minute plus Ic to make an inquiry. 

~ 2. Brings you the latest information. 
i 3. Identifies the source of your inquiry. 
: 4. Gives you a pre-addressed, gummed mailing label ready for use. 
a SIMPLE TO USE: 
. Stick the coupon on the 
af stamp side of a postal card, 


QUICKMAIL brings you the information or merchandise you desire 
with ease and speed. If you want any information not mentioned 
in this advertisement, just specify it on your inquiry. 


write your firm name and 
address on the back and 
mail. You may also stick 
the coupon on your letter- 
head, sign your name and 
title, and mail in your own 
envelope; or stick the cou- 
pon on your envelope and 
enclose your inquiry oF 
order for specific mer- 
chandise. 


Use w 5 CAccheaih Coupons Opposite TIhis iZ age 


10 OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 
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Universal Office 


3202 Carroll Ave. 
Chicago, Ill. 
Equipment Co., Inc. 


American 
Automatic 
1033 W. Van Buren St. 
Chicago, Ill. 
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1099 Jay St. 
Rochester, N. Y. 
Self-Closing 

Inkstand Co. 
826 Sengbusch Bldg. 
Milwaukee, Wis. 
Codo Mfg. Corp. 
509 S. Franklin St. 
Chicago, 


Yawman and 
Erbe Mfg. Co. 


ny sno, 1910 : Py ‘Gny sno, 12410 PV ‘Sny sno, 1910 PY “Sny sno, 100 PY ‘Sny sno, 19/0 Py ‘Sny sno, 12430 py ‘Sny sno, 190 Py ‘Sny ino, 1040 P 


10g S1e19q pues 49g S}1@19Q puss 40g Spe19Q pues 40g Speieg pues 424 Speieg pues 40g Spejeg pues 40g S1@19Q PUES 42g Seieg pues 494 S219 PUSS 


 juawdindy a01j9 © jsa3ig juamdindy aonjq —jsa3iq juomdindy 921140 ys93ig uawdindy a21jQ —jsadig juawdindy 9914)0 


494 S11219Q pues 


1s93iq uawdindy 2049 —js931q juawdinbdy 9919 —jsa3ig juawdindy 90449 —ysa3iq juawdindy ao1j9 — jsa%1q juawdindy a21\9 


JAIO SY¥IAIDO 


155 Sixth Ave. 


Vv ‘Gry sno, 420 Py “Sny sno, 1940 
494 Sjiejeg pues 40g Syejeg pues 


jso3ig juawdindy a2yjQ9 sag juamdindy aoyjQ —ysadiq Juowdindy aayjQ — |893iq juawdinby aaj —jsa3iq juawdindy 921440 js93ig juowdindy 2010 


py ‘6ny sno, 10 
404 S11810Q pue 
js93ig juamdindz a 


SY3iAI 


St. 


161 E. Grand 
Chicago, ill. 


Pp 
J0q sjeseQ pueg 


1s931q juowdindy o 


HY2A]39 SHIAIO S$H3AIO S$HIAISO SHIAIO SHIAISO SHYIAIO SHAAIDS S$Y¥3A]39 SH¥3AI9 SHIAISO SHIAAI 


Brooklyn, N. Y. 
Scripto Mfg. Co. 
423 Houston St., 
N. E. 
Atlanta, Ga. 
135 West 23rd 
Street 
w York, N. Y. 


inc. 
271 Ninth St. 


Higgins Ink Co., 
National Pencil C 
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penny post-card. Write your firm’s 


penny post-c .¥ 


. -_. | penny post. 4. Write 

¢ ne and address on back of your 
name and address on back of . caanlame meil. You wili receive | "®™e and dress cote 
card and meill. You will receive ~ referred to in our ad ' card and n You will retthy 
particulars referred to in our ad * on page 3. » particulars - “red to in ow 
on page 5. < COLUMBIA RIBBON & CARBON | ©” the Insic ack Cover, 
3 PARKER PEN CO. . 2 MFG. CO., INC. i WILSON_Jones 
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Stick coupon on stamp side of ~ 


penny post-cord. Write your firm’s 
neme and address on back of 
cord and mell. You will receive 
particulars referred to in our ad 
on the Outside Back Cover. 

THE VICTOR SAFE & 
6 EQUIPMENT CO., INC. 
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Stick coupon on stamp side of 
penny post-card. Write your firm's 
name and address on back of 
cord and moll. You will receive 
porticulars referred to in our ad 
on page 35. 

9 THE H. C. COOK CO. 
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Stick coupon on stamp side of > Stick coups on stamp side 


neme and address on back of - name and «dress on bea 
card and meil. You will receive . card and moi. You wij 
particulars referred to in our ad | particulars r‘crred te in ow 
on page 8. on page 7. 

5 MITTAG & VOLGER, INC. 3 LOUIS MELNg 
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Stick coupon on stamp side of 
penny post-card. Write your firm's 
neme and address on back of 


Stick coupon on stamp side 
penny post-card. Write your 
name and cddress on beck 
cord and meoil. You will 


sete ahr aere 


8 YAWMAN AND ERBE MFG. CO. 
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Stick coupon on stamp side of | Stick coupon on stamp side of : Stick coupon on stamp side on 

penny post-card. Write your firm's - penny post-card. Write your firm's - penny post-card. Write your Othe 

name and address on back of - name and address on back of , name and address on beck 

card and mail. You will receive . card and mail. You will receive ~ card and mail. You will a 

particulars referred to in our ad - particulars referred to in our ad: particulars referred to in ow right 

on page 28. , On page 29. + On page 26. 

12 QUALITY PARK ENVELOPE CO. - 11 STATIONERS LOOSE LEAF CO.! 10 MASO-STEEL rT 
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Stick coupon on stamp side of * Stick coupon on stamp side of * stick coupon on stamp side 

penny post-card. Write your firm's penny pest-card. Write your flem's penny post-card. Write you Volu 


neme and address on back of 
cord and mali. You will receive 


* 
: neme and address on back of 


name and address on beck 
cerd and mail. You will 


cord and meoil. You will receive 
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particulars referred to in our ad * on page 6. particulars reterred to in ow ofa, 
on page 38. “ SENGBUSCH SELF-CLOSING . ©” page 29. 
15 METAL SPECIALTIES MF6. CO. ° 14 INKSTAND CO. 5 13 HIGGINS JNK C6., 
soe eeeeeereceererserseereeesaeees seer es eeeeeeeeeeeeeenerceereeeeseeerassneseiiins 
Stick coupon on stamp side of * Stick coupon on stamp side of 4 Stick coupon on stamp side 
penny post-card. Write your firm's Penny post-card. Write your firm's © penny post-cord. Write your 
neme and address on back of neme and address on back of * name and address on tek 
card and mail. You will receive card and meil. You will receive * card and mail. You will 
porticulers referred to in our ad particulars reterred to in our ad . particulars referred to in ow 
on page 33. on page 25. r on page 34. 
18 C. L. BARKLEY & Co. 17 W. A. SHEAFFER PEN CO. 16 SCRIPTO MPS. ¢ 
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Stick coupon on stamp side of 
penny post-card. Write your firm's 
name and address on beck of 
card and meil. You will receive 
particulars referred to in our ad 
on page 31. 

21 J. $. STAEDTLER, INC. 


Stick coupon on stamp side of 
penny post-card. Write your firm's 
neme and address on back of 
card and meil. You will receive 
in our ad 
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on pege 27. 
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Stick coupon on stamp side of ° 


Penny post-card. Write your firm's 
name and address on back of 
card and mail. You will receive 
pPerticulars referred to in our ad 
on page 38. 


27 EQUIPMENT CO., INC. 
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Stick coupon on stomp side of Stick coupon on stamp side 
penny post-card. Write your firm's penny post-card. Write your 
neme and address on back of name and address on bak 
cerd and mail. You will receive cord and mail. You will 
perticulers referred to in our ad 
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Stick coupon on stamp side of {| Stick coupon on stamp side 
; » neme and address on bed 

neme and address on back of onaiinaaas You will 

particulars referred to in our ad 

on page 36. 

23 COBO MFG. CORP. 
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2 Stick coupon on stamp side of * Stick coupon on stammae 
Penny post-card. Write yaulam™ 
name and address on ae 
cord and mail. You wilt 
particulars referred to in@® 
on page 8. 
25 NATIONAL PENG 
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Stick coupon on stamp side of . ‘tick coupon on stamp side of | stick coupon on stamp sa 
Seaay Gatland. Ehtinyers Gwe. 5 noes ae beck of; 
neme and address on 
neme and address on back of * . 
card and mei. You will receive + 
particulars referred to in our ad ; 
on page 33. ; 
30 DENNISON MFG. CO. < ~ 
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particulars referred to in our ad + ©@rd and mail. You will receive + card and mail. You a Los 
on page 30. ‘ particulars referred to in our ad : particulars referred to# 
AMERICAN AUTOMATIC * om page 40. * on page 30. ~~ 
33 ELECTRIC SALES CO. - 32 WRITE, INC. ; 31 BINNEY & SMITE 
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Stick coupon on stamp side of 
penny post-card. Write your firm's 
name and address on back of 
card and meil. You will receive 
particulars referred to in our ad 


on page 6. 
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> Stick coupon on stamp side of ; Stick cougen on stamp side 
+ Penny post-card. Write your firm's peck 
name and address on back of name anc address 

ord and mail. You will receive > card and =.ail, You will 
particulars cferred to nem 


on page 4°. 
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Edited for PURCHASING AGENTS, CONTROLLERS & OFFICE MANAGERS 
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and making them dis-satisfied with their jobs." 
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Keep Sher Happy / 


% Poor tools lead to poor performance and to dis- 
content among those who use them, yet many an 
organization which is careful to give its factory 
department the best in equipment and supplies is 
far from being as solicitous regarding the equipment 
and supplies needed for the operation of its equally 
necessary Office. 

With a shortage of competent office 
workers developing, this is a particularly poor 
time for office management to permit deterioration 
of equipment and supply standards, hampering the 
effort of capable employees to turn out good work 
and making them dissatisfied with their jobs. 

Granted that the war is modifying the 
specifications of certain office merchandise or driving 
some of it from the market for the duration, there is 
still not the slightest reason to fear that the com- 
mercial stationery and office equipment business will 
not be able to continue furnishing to the American 
office the quality of goods and services it requires 
for maintenance at its usual peak of efficiency. 

There has been no lowering of manufactur- 
ing standards in the industry, whether in regular 
lines or in the merchandise which has been provided 
to replace items no longer available. There has been 
no lowering of the quality of maintenance service 
which the industry renders, either—an important 
point in an era when so much office equipment and 
machinery cannot be replaced. 

These are days when the office must meet 
heavier demands than ever in its history. Let’s give 
it and those who work in it the good tools they 


* deserve! 


Published monthly by 
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DRAMATIZING 
OFFICE CONSERVATION 


Fuon's WAR ON 


Mm DISPLAY OF | DAY'S DISCARDED MATERIAL 


if, 


sTNcIs © STATIONERY A ; . 4 
Eros i RUBBER , 


WOR EXHIBITS ONE DAY'S WASTE 


e When Radio Station WOR, New York, opened its drive early this year on waste, 
one of the studios was turned over to a graphic demonstration of the quantity of 
office supplies which were discarded on one given day and which could have been 
saved for further use. A total of 200 clips were found, which if kept would result 
in an estimated saving of 60,000 clips a year; 20 pieces of carbon paper, or a saving 
of 6,000 carbons a year; 12 stencils on display or a saving of 3,600 stencils a year; 50 
rubber bands or a saving of 15,000 yearly; and 25 pencils, a yearly total of 7,500. 

e J. R. Poppele, WOR's Chief Engineer, shown here at the exhibit, has been named 
Chief Waste Warden, with one member of each WOR department serving on his 
committee. Pamphlets have been distributed with suggestions and advice on con- 
servation and waste elimination. 
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lh’ 
From 20 to 25 percent of the newer typewriters listed on the equipment inventories 
of American offices must be sold to the Government or they will be requisitioned. 


THE GOVERNMENT WANTS 
IP TO 25 PER CENT OF YOUR TYPEWRITERS 


HE Government’s drive to purchase 600,000 used standard typewriters 
| from American business men and the general public is a deadly serious 
one. Office managers and purchasing agents have so far failed to 
realize that should WPA Chairman Nelson’s appeal fail to turn up more 
typewriters than have so far been voluntarily offered, the War Production 
Board and the Procurement Division of the Treasury Department are 
prepared to requisition the machines needed for the armed services. 

These statements highlighted an important address by William M. 
Harris, Chairman of the Office Machinery & Equipment Committee for 
all War Agencies, at the annual convention of the National Typewriter 
and Office Machine Dealers Association at Pittsburgh July 21st. 

The initial move in this campaign was a letter and typewriter inventory 
blanks from Donald Nelson sent to 25,000 representatives of American 
business, asking them to release to the Government as many typewriters 
as could be spared. Used typewriters will be bought by new typewriter 
dealers and manufacturers’ representatives, and other independent dealers, 
who will be designated as Official U. S. Typewriter Purchase Depots and 
will act as buying agents for the Procurement Division of the U. S. Treas- 
ury. Prices to be paid for these typewriters will be the factory trade-in 
allowance for such machines as of February Ist, 1941. In other words, 
the Government will pay to a business concern what it would have received 
as a trade-in allowance if it had exchanged its present used machines for 
new machines on February Ist last year. These prices are given in the 
list printed with this article. 

Mr. Harris pointed out that used typewriters have to go to war because 
typewriter manufacturers have been converted to the production of guns, 
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‘Woodstock 


tebe, tote! and Serie! number 


1. B. M. Electrometic 


Mechines used over S$ years 
. . 


less then 1 year 


Noiseless No. 10 


X%332,500 to X370,000 
X370,001 to X398,000 
%398,001 to x459,000 
X459,001 to XS00,000 
XS500,001 and up 


XR303,401 and up 


Stenderd No. 12, 20, 30 
Z333,500 to 2336,500 
2336,501 to 2339,600 
Z339,601 to 2342,700 
2342,701 to 2345,500 
2345,501 end up 


Stenderd No. 12, 20, 30 - Renumbered 


ZR325,501 and up 


Stenderd No. 16 
2479,000 to 2521,000 
2521,001 to 2566,000 
2566,001 to 2615,000 
2615,001 to 2646,700 
2646,701 and up 


Stenderd No. 16 - 


ZRS16,401 and up 


Standard No. 50, 60 
W134,500 to W139,500 


139,501 to W144,600 
W144,601 to W149, 200 
W149, 201 to W153, 800 
W153,801 and up 


Stenderd No. 50 


WR301,751 and up 


Remington (cont'd) 
Stenderd No. 11 
T10,000 to T12,000 
T12,001 to T25,500 
T25,501 to T36,000 
736,001 to T63,300 
763,301 and up 


TR10,401 and up 


Stenderd No. 17 
J100,000 to J154,400 
J154,401 and up 


Standerd No. 10, KH", “KHM", ‘*KMM” 


1,715,000 to 1,833,000 
1,833,001 to 1¢990,000 
1,990,001 to 2,166,000 
2,166,001 to 2,482,000 
2,482,001 and up 


Standards - 


Renumbered 


“KHY' 40, 41, 42 series 


L. C. Smith 


Silent No. 8 


1,135,000 to 1,150,000 


1,150,001 to 1,270,000 
1,270,001 to 1,330,000 
1,330,001 to 1,510,000 
1,510,001 and up 


Stenderd No. 8 
1,135,000 to 1,150,000 
1,150,001 to 1,270,000 
1,270,001 to 1,330,000 
1,330,001 to 1,510,000 
1,510,001 and up 


Underwood 
Noiseless 


3,924,000 to 3,944,000 
3,944,001 to 3,966,000 
3,966,001 to 4,800,000 
4,800,001 to $,155,000 
5,155,001 and up 


Standerd No. 6, “S", “Master”, “S-Master” 


4,300,000 to 4,440,000 


4,440,001 to 4,610,000 
4,610,001 to 4,880,000 
4,800,001 to 5,155,000 


5,155,001 and up 


Standerd No. 5 
400,001 to 435,000 
435,001 to 470,000 
470,001 to $00,000 
500,001 to $70,000 
570,001 and up 


Renumbered 


Renumbered 


- Renumbered 


Renumbered 


shells, and other armament for which their industry ig pay. 
ticularly well fitted. The type of typewriters wanted are 
those made since January Ist, 1935, because they will re 
quire the least amount of reconditioning and rebuilding, 
and parts necessary for this are available without using 
additional materials. 

As to whose used typewriters are wanted, the answer js 
that a portion of all typewriters used by every class of 
owner is wanted, with the exception of those firms pro. 
ducing 70 percent or more of their output directly for war 
use. The Government needs, must have, and will get be 
tween 20 and 25 percent of all the typewriters in use jn 
industry, Mr. Harris declared. During the period of volun. 
tary appeal, those who make available this proportion of 
their machines on a voluntary basis have the option of 
selecting for themselves which of their machines made since 
1935 they will sell to the Government, and will assure them- 
selves immunity for subsequent requisitioning. 

The office managers and purchasing agents of the coun- 
try will do a real service by promptly heeding this appeal 
and seriously using their ingenuity to develop ways of doing 
without 20 to 25 per cent of their typewriters, it is pointed 
out. According to Mr. Harris, in Canada a very successful 
pool arrangement has recently been employed, under which 
executives pick up their telephone and dictate directly toa 
stenographer in the pool, where the letters or memorandums 
are then typed promptly, thus obviating the necessity for 
having a machine, used a few hours a day, located in every 
executive’s office. Some such plan and much doubling up 
must be used by industry here, to meet the needs of the 
Government. 

“In the Navy Department in Washington every other 
typewriter was arbitrarily removed from its desk three 
weeks ago and somehow or other they continue to carry on,” 
says Mr. Harris. ‘As every Navy ship comes to shore half 
of its typewriters are turned in, by order of Secretary Knox 
and Admiral King themselves. Certainly American busi- 
ness men can show as much flexibility in reorganizing their 
own use of typewriters as the Navy Department has. In 
fact they must do so on their own initiative promptly, if 
direct requisitioning by the Army and Navy is to be 
avoided.” 

To sell their typewriters to the Government, business men 
should contact the dealer from whom they purchased the 
machine, as most dealers have now been designated as offi- 
cial agents of the U. S. Treasury Procurement Division. 
The seller should obtain the official Treasury Department 
receipt for his typewriter and should insist that the dealer 
affix to the front frame of each machine at the time of sale 
the official black and gold decaleomania reading “Property 
U. S. Government—Severe Penalty for Unlawful Use.” In 


(Turn to page 31) 


PRICES OWNERS WILL GET FOR TYPEWRITERS 


LEFT: Here are the prices which will be paid you for the typewriters you sell te 
the Government. Prices shown are for machines with | |-inch carriage. For ae 
carriages add $2.50; |4-inch, $5; 16, 18, 20-inch, $10; over 20-inch, $15. 

and pica type only are wanted. 
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In meeting war-time depletion of personnel in larger offices where office routine is defined by manual, 
girls and older men can be up-graded with little loss of time to fill clerical jobs. 


A o-POINT 
OFFICE PERSONNEL PROGRAM 


T least 300,000 office employees and junior executives will be drawn 

A into the armed forces and into war goods factories during the year 
ahead, posing a serious personnel problem which must be met by 

definite planning. 

So says J. Alex Smith, of McKinsey & Co., Lincoln Bldg., New York, 
well-known management consultants, after an analysis of the draft status 
of white collar workers in both war and civilian industries, and of the 
trends of employment. 

To meet the problem, Mr. Smith advocates a 5-point program, already 
being widely adopted by offices to insure uninterruptedly smooth per- 
formance of their function. Here are the five steps outlined for office 
management in this program: 

1. Employ no more Class 1A men unless management is certain they 
can be replaced without difficulty. 

2. Begin now to train Class 2B men for the work which 1A men are 
doing wherever this is possible. 

3. Review the status of every white-collar man under forty-five, and 
appraise the possibilities of his being called to service in the light of exist- 
ing Government policies. 

4. Inventory every white-collar job in the plant, and where possible 
break up the tasks into simple elements which can be performed by rela- 
tively inexperienced personnel. 

5. Inaugurate a training course immediately to qualify women and 
older men to take these jobs. 

“I think that the most essential step is No. 4,” Mr. Smith has told the 
editor of OFFICE EQUIPMENT DIGEST. ‘We have found that in many cases 

(Turn to page 32) 
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SERVICE DEPARTMENT LAYOUT 


By Kenneth H. Ripnen 
Kenneth H. Ripnen Co., Inc. 


working of service departments in the office layout, but a few of the 


[von is much to be said about the location of facilities for the efficient 
obvious essential requirements are as follows: 


Il. THE RECEPTION ROOM: The reception desk should be 
directly opposite the point of entry to the reception room so that visitors 
need not wander looking for the information receptionist. Seating capacity 
should be adequate, so that visitors who have to wait are not obliged to 
stand or sit too close to one another. The size of the reception room is 
dictated by the facilities provided. 


2. THE SWITCHBOARD ROOM: Allowance in planning should 
be made for a minimum of 2 feet in the back of the switchboard, for ser- 
vicing. If windows are planned, the rear of the board should be back to 
the windows, so that the operator can see the light signals better in 
shadow. A carpet on the floor of this room helps overcome resonance 
and aids acoustically. 


3. CONFERENCE ROOM: In the conference or board room, 
whether a table for six or sixteen people is planned, consideration should 
be given to the amount of space around the table and at the door, to allow 
for comfort of group meetings. To permit comfortable walking in back 
of the chairs of persons seated at the table, a minimum of 5 feet should 
be allowed between the table edge and the wall. At the end or side of the 
table where people enter the room a minimum of 7 feet should be allowed. 


In new office building of National Gypsum Co., Buffalo, N. Y. Sound-proofed wire room is shown 
; below right; wire room in old building is shown left for contrast. 
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At right above is mail room in new National Gypsum Co. office building, with mail room in old 
building contrasting sharply at left. 


This takes care of the custom people have of gathering in groups at the 
doorway of such rooms when entering or leaving. 


4. INTERVIEWING ROOMS are naturally on a smaller scale, as 
they are planned for two or three people to meet in conference. The tables 
are often placed against the wall at one end, with visitors sitting at three 
sides. This can be done by allowing 3 feet from table edge to wall on two 
sides and 7 feet at the entry side. 


5. COAT ROOMS: The most economical arrangement in coat rooms 
permits of a rod holding three to four coats per lineal foot with hat shelves 
above. A rod lining two walls of a room 7 feet in width allows 18 inches 
for coats on each wall with a 5-foot aisle between. 


6. WOMEN’S REST ROOM AND HOSPITAL are sometimes 
worked out in combination, the size varying according to the number of 
persons. A most convenient arrangement has the women’s coat room in 
the entry room, with the women’s toilet to the right and the women’s rest 
room to the left. 


7. MAIL DEPARTMENTS have been a conglomeration of left- 
over office desks, tables, and equipment. This section can be as clean-cut 
a looking department as any in the office. A continuous counter with cup- 
boards below and above and properly designed sorting racks stream-line 
the appearance and the performance of the mail department. 


8. STATIONERY ROOMS: When under properly instructed and 
supervised personnel, this department can be neat and tidy, offering oppor- 
tunity for real dollars-and-cents savings. The facilities needed here are 
proper shelving requirements and locked sections for miscellaneous items. 


9% DEAD STORAGE: This room can best be kept tidy by providing 
large bins and locked closets for storage of bulk material. 


10. THE FILE DEPARTMENT of an office, whether a centralized 
or departmentalized section, can be a pleasant background for efficient 
work. Low files with a counter top should be planned for the inquiry end 
of the file department, with the clerks’ desks adjoining, then the aisle of 
files. This gives the requisite privacy and control for this important sec- 
tion of the office. 
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ABOVE: 


SENGBUSCH GLASS HANDI-PEN desk set, just announced 
by Sengbusch Self-Closing Inkstand Co., 2222 W. Clybourn St., 
Milwaukee, Wis. Necessity, invention's mother, is responsible for 
this new line replacing firm's well known Handi-Pen sets in rubber 
and Adapto and Gee-Jay sets in plastic, manufacture of which 
is temporarily discontinued because of material shortages. 
Crystal top affords visible ink supply; Handi-Pen, always in ink 
ready to write, is equipped with either iridium tipped, gold 
plated point or 14-K gold, iridium point. Woodfiber base, wood 
grained with brown finish, also available. Samples and free sup- 
ply of order-pulling circulars available on request to company. 


BELOW: 

COMBINATION RACK AND POSTING TABLE for holding 
visible record book type binders. Adjustable steel clamps fit 
2 or 3 inch capacity backs. Rack shown holds three books; 
four and five binder models are available. Stand is made of 
sturdy angle steel mounted on easy rolling casters; top of stand 
is of half inch Black tempered Masonite. Rack, Also of 
Masonite, is attached by piano hinge, supported by two steel 
rods to give proper incline to binders to make posting or ref- 
erence easy. Drop shelves with automatic, self-locking supports 
can be attached to either side or front of stand. Rack was 
developed jointly by Stevens, Maloney & Co. and Maso-Steel 
Products. From Maso-Steel Products Co., 418 S. Clinton St., 
Chicago. 


NEW IN THE OFFICE 
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BELOW: 


HELPFUL AND TIMELY is this booklet on Air Raid Protection 
for Valuable Records just issued by Byron Weston Co., Dalton, 
Mass. Based on report by Committee on Protection of Records 
of National Fire Protection Association, booklet contains infor. 
mation on record classification and preservation as well as 
protection and is authentic, comprehensive, and up-to-date, 
Copies available on request to Byron Weston Co. 


| AIR RAID 

| PROTECTION 
| for 

| VALUABLE 

| RECORDS. 


Presented for the benefit of public and private 
| record keepers by the 


BYRON WESTON COMPANY 


| DALTON, MASSACHUSETTS 


Makers of 
High Grade Cotton Fibre Content 
LEDGER, INDEX AND BOND PAPERS 


| 
| 
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BELOW: 
WOOD STORAGE CABINET. The Patriot, wood cabinet for 


storage, wardrobe, and combination purposes, represents 
Steel Equip's answer to steel problem. Doors, sides, top, base, 
and shelves, are Masonite on strong wood frame to minimize 

ssibility of warping, swelling, and twisting and reduce fire 
azard. Frame is cemented to Masonite under hydraulic pressure 
and heat for many hours. Panel construction makes for ease of 
assembly: cabinets are packed knocked down in individual car- 
tons. Screwdriver and pliers or wrench are only tools needed in 
assembly. Since all panel framework is inside, Patriot cabinets 
are smooth and flush in appearance. Further information avail- 
able on request to All-Steel Equip Co., Inc., Aurora, Ill. 
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(QUIPMENT FIELD 


RIGHT: 
VISIBLE CARD INDEX IMPROVEMENT. Colorful tenite end 
rails replace critical metal in new VISlrecord record keeping 
equipment, improving efficiency through lighter weight and 
silent operation. Called world's fastest visible record keeping 
equipment, VISIrecord models are now helping win the war in 
numerous federal agencies and a variety of private industries 
doing war work. End rails are continuously extruded, cut into 
lengths and shaped to fit vertical edges of Masonite dividers. 
Snapped and rivetted into position, they support dividers and 
provide necessary spacing between vertically filed card rows, 
spacing dependent on size of card and paper stock required, 
and resultant build up. Tenite end rails are made by Extruded 
Plastics, Inc., Norwalk, Conn., for Visible Index Corp., 535 Fifth 
Ave., New York. 


BELOW: 


CELANESE PLASTER SCREEN, designed for dimming-out 
store windows, reduces glow about 80%, by light meter readings. 
Government asked 75%, reduction to cut danger of loom fatal 
to ships off Atlantic Coast. Top photograph shows shop window 
with full glare of lights reflected on boardwalk; bottom shot 
shows effect of dimming-out with Starlight Lumarith screen. 
Note that no detail is lost but that glare has almost completely 


ABOVE: disappeared from boardwalk. Color of lights becomes soft blue 
: . entirely invisible two miles at sea. Cellulose acetate plastic 
WOOD DESK BY GF. Recently announced ne nee om product of Celanese Celluloid Corp., 180 Madison Ave., New 
proofing Co., Youngstown, O., is a new line of woo _ York, Starlight Lumarith is now being converted into fluorescent 
aang —— —_ ae nln Ba tha or fixture covers for stores where entire screen is impractical. 
engineers and experienced wood furniture makers. Such critical — York, a covers ore made by Teenthede Ca., 40 W. 20m 'St,, 


materials as bronze and aluminum have been completely elim- 
inated from the design of the new line, and steel parts are used 
only where necessary to provide durability and ease of opera- 
tion. Finish is standard GF olive green; trim is plastic. Folders 
on line available on request to company. 


ABOVE: 


NEW TOOL STANDS recently announced by Lyon Metal 
Products are handy for efficient individual storage of tools for 
workers on one, two, or three shift operations. Useful around 
stock rooms, production machines, tool rooms, repair shops as 
toters up to the job, for assembly lines, parts and tool trans- 
Porters for maintenance men, equipment carriers for inspectors, 
and for stock picking and transportation. Drawers feature easy, 
sliding and flat key locks. Tool stand with one, two, or three 
Grawer inserts illustrated in new shop equipment catalog just 
issued by Lyon Metal Products, Inc., 3216 Clark St., Aurora, Il. 
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Cleee dinate WASHINGTON 


% WPB has limited to 30 percent of 1941 consumption the 
amount of iron and steel which may be used for metal parts of blank books, 
loose leaf books, binders or covers. The order also banned entirely use of 
iron and steel in ledger binders, student notebooks, corporation minute and 
sales books, pocket memorandum books, zipper-bound ring books, chain 
post type binders, and most types of catalogue binders. 


% Manufacture of typewriters will stop October 31st except for 
a relatively small number to be produced for Government agencies. Pro- 
duction of portable typewriters was halted on July 31st: Under the new 
order, 1214 percent of the total number of non-portable typewriters billed 
to customers in 1941 may be produced by manufacturers until October 
31st, slightly more than a 60 percent cut in the 1941 rate of production, 
WPB says. Only the Woodstock Typewriter Co., Woodstock, IIl., will be 
allowed to continue manufacturing after that, and it will be limited to 
production of not more than 22,701 non-portable typewriters at a rate 
not exceeding 1,600 per month, in the two-year period from July Ist, 1942, 
to June 30th, 1944. 


% Producers of metal office furniture were instructed by WPB 
to work on no order—old or new, military or civilian—unless specific 
authorization is obtained from WPB. 

This unusual type of control, designed to make sure that production of 
metal office furniture is held to minimum essential needs, was effected by 
a complete revision or order L-13-A, issued by the Director General for 
Operations. 

The original metal furniture order ended the production of most types 
of equipment on May 31st, but permitted a limited output of some products 
for the armed services, and on orders bearing higher preference ratings. 

The terms of the order, it was explained by William A. Adams, chief of 
the furniture industry branch, prohibits manufacturers from working on 
any order placed by any person—including the armed services—unless the 
order is accompanied by a specific authorization by the director general for 
operations. 

Some exceptions to this requirement are allowed in order to permit the 
completion by November 15th of orders for certain types of equipment 
accepted by manufacturers under terms of the old L-13-a, and to facilitate 


the production of specialized types of products required for military 
purposes. 
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Kautmann & Fabry Photo 


WHAT AN OFFICE MANAGER 


SHOULD KNOW ABOUT CIVILIAN DEFENSE* 


By John R. Fugard 
of Thielbar & Fugard, Architects 
President. Metropolitan Housing Council of Chicago 


T is quite obvious that this subject should refer to civilian defense as 
| applied to metropolitan office buildings for it is in that field of construc- 
tion and management that I may lay claim to having some knowledge. 

However, it is not without some misgivings that I will attempt to discuss 
this matter, for it would seem, through force of circumstance, that the 
problem is not clearly defined, and, therefore, the solution is of a more 
academic rather than a practical nature. 

For our purposes, it would seem that this problem might be more clearly 
considered in terms of what may be done in an office building in case of an 
air raid. For then we may anticipate that danger to human life will come 

\ from falling explosive bombs, incendiary bombs with accompanying fires, 
machine gun fire from attacking planes, and finally from projectiles of 
{ anti-aircraft defense. It may be agreed that danger from the two last 


* An address delivered at the 1942 Seminar of the Office Management Association of Chicago 
(Northwestern University co-operating). The opinions expressed are those of Mr. Fugard, and 
the practices described relate to procedure in the Chicago territory. OFFICE EQUIPMENT 
DIGEST will welcome additional suggestions and comments on this topic from office managers 
in other sections of the country. 
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causes will probably be minimized in the case of office 
building inhabitants, from the point of view that the 
modern office building is presumed to be quite safe from 
these hazards because of the nature of its construction; 
and, with reasonable precaution, by maintenance of safety 
zones, located as far as possible from windows and other 
exterior openings, the hazard from these causes should 
not be very great. 

However, to my mind, panic will constitute the greatest 
danger of all, even more serious than danger from 
explosive or incendiary bombs. 

I have witnessed scenes in the streets of New York 
when tryout air-raid warnings were sounded. People 
have rushed from positions of comparative safety to the 
streets, lookng up to see what is going on. And the people 
in the office buildings have rushed to the windows for a 
look at the skies. Upon such an occasion, had the air raid 
been actual, the panic which would have ensued after the 
dropping of a few explosives might have been far more 
serious in result than the actual danger from the bombs. 
Human beings must be somewhat alike the world over, 
for news accounts of the recent air raids on Japanese 
cities have commented upon the fact that the people did 
not seek shelter, but rather crowded into the streets for a 
better view of the hostilities. These comments emanating 
from enemy Japanese sources possibly have been broad- 
cast with the idea of impressing upon us the indifference 
of those people to an air raid. But to my mind, it was 
not indifference, but rather inexperience and a_ panic 
reaction which drove these people into the streets. 

Quite to the contrary, the English people have learned 
by bitter experience that the best protection yet devised is 
none too safe in times of air raids. In view of those 
experiences, certain basic principles have been evolved for 
protection. 


Cool Heads Important 


First and foremost, to my mind, is the necessity for 
the manager or responsible management head to be of a 
cool and forceful type, the type of man to inspire the con- 
fidence of all under his responsibility in a time of crisis. 
He will have established within his property a corps of 
trusted assistants who will be assigned jobs and will be 
familiar with those jobs. This force of assistants, consti- 
tuted of building employees, should be augmented by those 
from the tenants who are representative, forceful, and 
known to be cool-headed in a crisis. 

The building manager will establish safety zones, those 
areas proven by experience in England to be the safest 
spots in the building, generally in corridors, provided 
they are located in the center of the building and not 
exposed to glass partitions, or on stairways, when located 
in the center of the building and having no outside win- 
dows. Safety zones should be located above the first story, 
the ground floor being the spot of greatest danger from 
flying. parts of exploding bombs, and, at the same time, 
at least three stories below the main roof, for a 500-pound 
bomb dropped from an elevation of 20,000 feet may pene- 
trate the roof slab and two layers of floor construction. 

Access to safety zones should be entirely by means of 
stairs, for upon the alert signal all elevator service must 
be suspended. The danger from panic and resultant over- 
crowding of elevators is a hazard very serious to contem- 
plate. At least two elevators should remain in operation 
to give quick access to all parts of the building for city 
firemen, first aid, and police. 

An office building must be properly equipped with 
electric sirens which will give an unmistakable alarm, 
and a standard siren should be used in all buildings, for 
the warning may come at a time when the offices have 
many visitors and callers. An office building with a nor- 


mal population of 3,000 tenants and employees hag for 
the middle six hours of the day, a foreign or stranger 
population of 500 people. If the warning siren is of stand. 
ard form, and the safety zones are made comparable with 
other buildings of the same class, then the question of 
safety for the stranger is simplified. 

Another class of person to be reckoned with during the 
alarm is the sidewalk pedestrian who may rush into the 
building for protection. Adequate policing of the lobby 
or ground floor will eliminate panic and the probable 
solution of the pedestrian problem is to direct them to the 
basement. They must not be allowed to climb the stairs, 
where they may meet people on the way down, with 
resultant jamming, crowding, trampling, and _ possible 
suffocation. 

Therefore, the policing of the building is highly impor- 
tant, firstly, to guide tenants and their employees to safety 
zones; secondly, to guide pedestrians from the street to 
places of safety, and thirdly, to prevent panic and guard 
offices while the occupants are out. 

Sabotage may possibly play a part in the affairs of 
that moment, and those policing the corridors should be 
on the alert for subversive activities, possibly the most 
serious of which would be the starting of fires. 


Danger from Incendiaries 


As the danger to building structures arises from incen- 
diary bombs as well as explosives, the building manager 
will have organized an adequate crew from his employee 
force to act as roof watchers and fire wardens. Incen- 
diaries, being a comparatively small and light weight 
projectile, burn with a terrific heat upon impact. This 
heat, approaching 5400 degrees, will melt its way through 
any metals and many types of construction. However, 
this type of incendiary, which has a burning period of 
about 15 minutes, may be smothered with sand, and there- 
fore containers of dry sand should be placed in all loca- 
tions subject to incendiary impact. Roof watchers and 
fire wardens should be equipped with goggles for eye pro- 
tection against the most dazzling light from the burning 
magnesium, and asbestos gloves as protection against the 
heat. Long handled, square pointed shovels and plenty of 
dry sand are the best protections against incendiaries. 

However, water must be immediately available on all 
floors, either in standpipes with fire hose, buckets or 
portable pumpers to extinguish fire caused by incendiaries 
or sabotage. 

The engineer forces of the building must be completely 
organized in order to do those most necessary things— 
such as shutting off gas at its point of entrance into the 
building, closing main steam valves to minimize the danger 
from escaping steam in case of building damage, and 
standing in readiness to close broken water lines if such 
breaks should occur. 

Civilian defense authorities have provided schools for 
the instruction of fire wardens, and these courses are now 
in progress during several evenings each week at the fire 
stations of the city. Instructors, experienced in the busi- 
ness of smothering incendiary bombs and the putting out 
of ordinary fires, are now teaching our office building 
employees who have been selected for that particular duty. 

A most important feature of the protection system is 
the organization of first aid. Stations for first aid must 
be established in safe and easily accessible parts of the 
building. The staff for first aid should be headed by the 
building nurse, or matron if there is no nurse. In many 
Chicago office buildings first aid classes are now being con- 
ducted by the Red Cross, and the young women employees 
of tenants are devoting one or more evenings each week 
in the learning of this most important art. It will not be 
difficult, within a short time, to recruit adequate first aid 
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EVERYONE IN YOUR OFFICE 
SHOULD KNOW THIS FACT: 


Use Sheaffer's SKRIP and you conserve vital 
materials! SHEAFFER'S SKRIP is kinder to steel 
and rubber, to the critical parts of pens! To 
make your pens last, specify SKRIP on your next 
writing fluid order. 


Splatter-proof pour-out 
with cnclesive “air- 
way" feature fills ink- 
wells easily without 
spilling because it 
pours a non-gurgling, 
steady thin stream. A 
demonstration will con- 
vince you of its super- 
iority. 


SKRIP—quick-drying on paper, but not on pen 
points—does not unduly “offset”, or “feather”, 
like other fluids which overemphasize quick-dry- 
ing. Permanent SKRIP is really permanent; it 
has withstood floods in which fluids labeled 
“Permanent” have washed out, with costly loss 
of records! 


SKRIP is sediment-free and non-sediment-form- 
ing. Wash out inkwells, clean out fountain pens, 
refill with SKRIP—and help make pens last for 
the duration! Order SKRIP from your dealer. 
W. A. SHEAFFER PEN COMPANY, Fort Madison, 
lowa. 


Select the 4 oz. Skrip- 
well bottle which gives 
an ample desk supply 
and is refillable later 
from the economical 
quart size. Magic Cir- 
cle cap keeps bottle 
threads clean. Exclus- 
ive Skrip-well uses the 
last drop—keeps fingers 
clean—ideal for pen- 
filling or steel pen 
dipping. 


> 
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Use QUICKMAIL 


SHEAFFER'S < 


PERMANENT 
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assistants, so that this department of building defense 
activity can be properly staffed. 

The Building Managers’ Association of Chicago has 
prepared a handbook on civilian defense in office build- 
ings. This is a very exhaustive study based upon experi- 
ence in England and its practical application to America’s 
buildings. While this work specifies, in a most detailed 
way, the personnel required and equipment necessary for 
fire-fighting and policing, yet it would appear that the 
best possible protection in case of such an emergency as 
we are discussing is a cool-headed administrator who has 
studied well his problem of protection for those dependent 
upon him for that protection, and has for his assistants a 
faithful and trustworthy staff of building employees, aug- 
mented by trusted tenant volunteers. 

The manager or responsible head of a metropolitan 


CONTROL SYSTEM TACKS BY MOORE 

Widespread activities of Civilian Defense require 
standard method of markings for numerous maps and 
control panels, and Moore Push-Pin Co., Wayne Junction, 
Pa., has designed a variety of tacks to comply with the 
control system prescribed by OCD. Incident and Service 
tacks are available in standard colors in five sizes; Insignia 
tacks for defense volunteers, blue with white triangular 
panels in which identification markings appear in red, 
come in: three different sizes. Complete information on 
this new line is available on request to the company, 113 
Berkley St., Philadelphia. 


WAR DAMAGE INSURANCE CARBON 


John Underwood & Co., 30 Vesey St., New York, 
have developed and are marketing a carbon paper designed 


MONARCH 
KAY-DEE 1620 


office building, with a population approaching that of g 
small city}, yet concentrated in a comparatively small 
space, has.@n obligation to his tenants and to the publi 
that cannpt be lightly assumed, and I strongly urge and 
recommend; hat responsible heads of businesses invegtie 
gate the measures and steps being taken by their building 
to provide them with as adequate a protection as it # 
possible to prepare. The Building Managers’ Association 
of Chicago has made a thorough and thoughtful study of 
the problem and has gone on record with its advices—those 
of us belonging to the Association are necessarily comply. 
ing with the standards set up, and I presume that those 
outside the Association are doing the same, but for safety’s 
sake I believe that it should not be assumed that all 
proper precautions are being taken—ask and make sure, 


to simplify filling out War Damage Corporation insurance 
and indorsement forms. Since the carbon paper is coated 
only at the necessary places on both sides of the sheet, 
the typist:need only insert it in the ordinary manner and 
type as. usual. The paper is expected to pay for itself 
many times over in time saving alone. 


PORTABLE ARMY OFFICE FOR BLACKOUT USE 
The U. S. Quartermaster Corps has developed a 
portable office known as the command post tent. Rectangu- 
lar in shape, the tent provides room enough for a small 
office force and equipment. Two tents can be hooked 
together if further space is desired. Equipped with “light- 
trapped” ventilators and canvas ‘“vestibules,” the new 
tent can be used at night under blackout conditions, with 
canvas flaps over four windows of a plastic material. 


ANOTHER 


MASO Success 


In Wooden Typing Tables 


It's a really good looking Table in the popular 
MASO Steel Design. 


with big 
talking points 


We make the better one! 


1. Masonite Top, Laminated, Treated and Sealed. 

2. Noiseless, non-clatter Steel Leaf Supports. 

3. Complete RIGIDITY and FIRMNESS. : 

4. Silent—whether Leaves are in lowered or upright 
positions. 

5. Sturdy hardwood construction. ; 

6. Larger Table 1534" x 20" when leaves are in low- 
ered position, 1534 x 38" when leaves are rat 
in position. : 

7. Easy to assemble using only 4 bolts for entire 
underconstruction. 


OFFICE 8. Greater savings by our K. D. method of shipping 
FACTORY 9. Fubhed i pleasing shades of Walnut and Ook. 
waroow ~=MASO-STEEL PRODUCTS 
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| NOT GIRL 


When office work lags it affects 
far more than the office routine itself. 
Even a few minutes delay in transmitting 
the voice of management can slow the tempo of 

every department. Tests reveal curling carbon as typ- 


pm es a @ 


ists’ enemy number one: cause of lost time ... aggravation 43 
a ... mistakes. Thats why.-. . 
]- 
- It pays to give your typists D ra W. N 
t- OLD TOWN'S AMAZING NEW CURLPROOF CARBON 
Ww 
h DAWN gets the job into the machine quicker . . . turns 
it out neater, Saves time. Saves temper. Saves mistakes. 
-” REASON: DAWN STAYS FLAT, never curls, is easy 


and clean to handle. Try this speedy carbon. For test 
samples write OLD TOWN RIBBON & CARBON CO., 
Inc., foremost makers of ribbons and carbons for every 
use. Address Dept. D-8. 


lar tvery sheet of OLD TOWN carbon trade-marked and GRADE- 
marked. Know what you buy . . . get what you pay for. 


ov Town Lon é-Galbon Co, Ine. 


“MAKES A GOOD IMPRESSION” § 


General Offices and Factory: 750 Pacific Street * Brooklyn, New York 


atire 
ping 
k. 
Ask your 
ae office supply 
dealer. 


Use QUICKMAIL 
a COUPON no 
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FASTENER 


exanss QUICK DELIVERIES 


MADE OF “STEEL-STRONG" FIBRE 


replacing metal fasteners with this better, 


more versatile and even less expensive — - 


fastener. Convince yourself, write for sam-— 


ples, and you will agree it is the most signi-_ f 


S ficant fastener development in recent 


Can you imagine that sheets can be turned over 


flatly opened as in a ring-binder? Thi pe 
& the 10. ies edecnieges of leche Noy ae 
sch cupasily.— Unt $1.90 per AU 
ares — let 918 oe 

% inch center J 


To answer the above advertisement use QUICKMAIL COUPON No. 22 


CHAMPION 


CLASP ENVELOPES 


The best money can buy... 


yet costno more. Inspect the 
extra deep, well gummed flaps 
and seams of CHAMPIONS, 
and you'll know why they give 
better protection for heavy 
contents. 


You LA recognize the Superiority of 


CHAMPION CLASP ENVELOPES 


BUY THESE THRU YOUR STATIONER 
or USE QUICKMAIL COUPON No. 12 


Note New Chicago Address 


Due to the U. S. Government reqair- 
ing our old quarters we are now 
located at 


564 W. Monroe St., Chicago 


QUALITY PARK ctaymad 14 


— Quality os 


*- Paul, Minnesota 564 W. Monroe Stree! 
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FAULILESs 
DEALERS ARE SERVING* 


* THE U.S. GOVERNMENT—ITS STATES — COUNTIES — CITIES 


AND VILLAGES — AS WELL AS THE ARMED FORCES AND 
DEFENSE PLANTS. 


LOOSE LEAF BINDERS AND FORMS ARE VITALLY ESSENTIAL 
... IN THE KEEPING OF THEIR RECORDS. 


Though there will necessarily be a curtailment of steel in our 
industry, we will, by making changes in the construction of our 
binders, still be able to continue to serve all of our dealers. ... 


To answer this advertisement use QUICKMAIL COUPON No. I! 


STATIONERS LOOSE LEAF CO. 


524 NORTH BROADWAY, MILWAUKEE NEW YORK, 237 LAFAYETTE STREET 


HIGGINS — the ink that gives precision to blueprints 


As surely as the Carson Electronic Micrometer measures thicknesses 
accurately to .0001 inch, so surely can you draw the finest or the 
broadest drawing-pen line of uniform, knife-edge sharpness with Higgins 
American India Inks. Higgins maintains a controlled surface tension 


which no other ink possesses. 


CARSON ELECTRONIC MICROMETER—ELECTRICAL MANUFACTURING AWARD 
WINNER. ILLUSTRATION COURTESY OF INSTRUMENT SPECIALTIES CO,, INC 


—— Available in a complete color range 


eae = 


—— 


HIGGINS 


Hit GINS Eig 


HIGGINS INK CO., 
271 NINTH STREET, sills N.Y. 
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THE DEPENDABLE 
GOLD MEDAL MARKING 
AND CHECKING CRAYONS 


Staonal crayons, like all Gold Medal 
Products, are the finest of their kind. 
Free from grit. Indelible and water- 
proof, or washable, as required. Made 
in a wide variety of types and shapes. 


For marking: Shipping tags ® Heavy (ae 4 = Use QUICKMAIL 
paper packages ® Newspaper bundles Ae " ee 3] 
® Boxes ® Crates © China ® Crockery (i J é ek COUPON re 3! | 
® Glass ® Cellulose © Tin cans and 7 

ee ® Wet and Dry Lumber ? 

Leather ® Rubber ® Rubber Products 9 l 7 .§ 
Silks © Rayons ® Oily, Wet or Dry a, eh te S.C 
Surfaces. 


Made in black and colors, packed 
one dozen sticks in a box — one 


gross in a container. j g / BINNEY & SMITH CO. 


Send for Catalogue illustrating full 
line of crayons, chalks, paste, water 41 East 42nd Street, New York, N. Y. 


colors, etc., for commercial use. GOLD MEDAL PRODUCTS LEAD ON MERIT 


No Lost Motion— 
No Lost Minutes 


with BURNS COPYHOLDER 


Today’s business conditions call for speed in the office as 
well as in the factory. Burns Copyholders are valuable 
in this respect because they save hours of stenographic 
and typing time each week. 


Copy is always at the most efficient point of visibility, 
and the guide line adjusts easily with finger-tip pressure 
without disturbing the typing rhythm. 


With the Burns Copyholders shown you get all seven 
important features and full efficiency for the low price of 
$16.50; other models are priced down to $3.30. 


NOTE: Under the terms of the recent WPB regulations, 
orders for Burns Copyholders and telephone brackets 
must bear priority ratings of A-9 or higher. 


fe ~wnmeigecsd wa 


Consult your office supply 
dealer today, or send Quick- 
mail Coupon No. 33 direct 
for complete details. 


BURDS SIEGE SPECIALTIES 


1033 W. Van Buren St., Chicago, Ill. 


no7 


= =. =| «+ © of ww SS w 


TELEPHONE BRACKETS @ COPYHOLDERS @ SOOSENECK LAMPS @ CHAIR AND DESK PAD> 
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TYPEWRITERS WANTED 


(Continued from Page 16) 


this way business men can be assured that the typewriters 
they give up are actually going to join the armed forces. 

Further emphasis on the channeling of the typewriters 
of American business to Government service came July 
29th from the Office of Price Administration in a reminder 
to persons owning more than one typewriter that under 
rationing regulations they may dispose of their machines 
only to authorized dealers or to the Procurement Division 
of the Treasury, central purchasing unit for Government 
agencies. 

Sole exceptions are persons who buy or otherwise acquire 
a business concern for the purpose of continuing business 
at the same location and those who own but one type- 
writer. The latter may sell that single typewriter to 
another individual, providing that the machine is to be 
used for business purposes. 

It was pointed out, at the same time, that such sales of 
single machines are subject to the same price ceilings 
that govern sales by dealers. These ceilings were an- 
nounced in Maximum Price Regulation No. 162, which 
went into effect on July Ist. 


NEW BOOKLET ON PRINT MAKING 


Just off the press is Simplified Print Making, a 
booklet prepared by Ozalid Products Division, General 
Aniline & Film Corp., Johnson City, N. Y., to explain the 
Ozalid process of making dry developed, positive-type 
whiteprints. Copies are available on request to the com- 
pany. 


NEW PLATEN RENEWAL METHOD 
The Standards Section, Consumer Division, Office 
of Price Administration, has released further details on 
the recently developed process of restoring typewriter 
platens as announced in GEYER’s Topics for July. A. R. 
Kemp and F. S. Malm of Bell Telephone Laboratories, 
Inc., developed the new method which, it is claimed, makes 
it unnecessary to replace old rollers with new rubber. 
The method depends on the use of an ordinary sand or 
grit blasting machine of the type used for polishing metal 
or grinding small plastic products. Hard films of dirt 
and dried ink are blasted from the surface of the platen, 
leaving the live rubber beneath it clean and smooth. 

Platens treated seven months ago and placed on type- 
writers receiving exceptionally hard service are still in 
operation, and it appears that they will give service 
equal to that of a new typewriter roll. It is further re- 
ported that another group of platens recently treated were 
carefully measured to determine change in diameter re- 
sulting from the treatment. A reduction of 1/1,000 to 
2/1,000 of an inch in diameter was found to result from 
the grit blast method. This is much less than would result 
from a regrinding operation, and it appears that the grit 
blast treatment can be repeated several times without 
serious change in platen dimensions. 

The method of treatment is to rotate the rolls in a 
stream of No. 90 steel grit within 1 to 2 inches of a 1%-inch 
Nozzle using an air pressure of 15 to 20 pounds. The 
grinding is continued for 2 or 3 minutes. The machine 
used in developing the process consisted of a chamber for 
confining the steel grit from the blasting equipment. The 
tolls were turned manually from the outside of the cabi- 
net. It appears that the operation is rather readily con- 
ducted, and that a wide variety of blasting equipment can 
be used for the purpose. 
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J-S-STAEDTLER-INC-NEW YORK 


NATIONAL DISTRIBUTORS: 
KEUFFEL & ESSER CO. 
NEW YORK 


| ‘To answer the above ad use QUICKMAIL COUPON No. 21! 
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STENOGRAPHIC NOTEBOOK 
NO CRITICAL MATERIALS USED 


We are gratified to know that our efforts in devising 
an alternate Non-Skid notebook have been received 
with such hearty enthusiasm. When we went to work 
on this idea many months ago, we were determined 
to be satisfied with nothing less than a perfect alter- 
nate. We found it in WIRELESS. 


Despite the absence of critical materials, the WIRE- 
LESS notebook boasts the new ROCK-WELD binding; 
it has all the desirable qualities of a wire bound 
book. Another important advantage is the improved 
Non-Skid feature . . . better now than ever. 


Don't be satisfied with ordinary substitute notebooks 
. .. demand WIRELESS—the best alternate to take 
the place of notebooks made of critical materials. 


All standard sizes and rulings available. Order 


WIRELESS stenographic notebooks from your sta- 
tioner TODAY. 


1511 WEST 38TH STREET + CHICAGO 
To answer the above ad use QUICKMAIL COUPON No. 20 
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O-POINT PERSONNEL PROGRAM 


Continued from page 17) 


a careful analysis of the various clerical jobs in an office 
indicates that many of these can be split into compara. 
tively simple elements, and that this makes possible the 
use of women and inexperienced new employees to carry on, 

“Such an analysis often discloses as well a number of 
jobs that are being done and reports that are being 
made up that can be completely eliminated. It also usually 
shows a number of situations where experienced personnel 
is spending a large part of its time doing very minor 
routine work which can be easily transferred to an inex- 
perienced person, thus freeing the more experienced per- 
haps to take over duties of someone who is apt to be taken 
into the armed services. 

“After such an analysis is made and a rearrangement 
of functions laid out on paper, it 1s necessary to inaugurate 
an orderly training program to develop new employees for 
the appointed tasks. 

“There is othing complicated about carrying out a plan 
of this sort. It is necessary, however, that the manage- 
ment first recognize that they are faced with a very serious 
problem, and second that they have available some execu- 
tive who can spend his undivided time in concentrating 
on this program and carrying it through in a planned 
orderly manner. 


Take Warning! 

“Many of the larger companies who have given a sub- 
stantial amount of attention in the past to systematic 
procedures, organization structures, and methods of train- 
ing are going ahead on such a plan today and will be ina 
relatively good position when the real pinch is felt. The 
companies which have not paid much attention to this 
kind of management in the past are sure to find them- 
selves in difficulty before very long and should start imme- 
diately to prepare for that day. This will be particularly 
important in production planning and accounting depart- 
ments, both of which have had unusual burdens placed on 
them because of the war situation and are faced with rapid 
changes in the future. 

“Such departments as these, which are so necessary 
from a management control standpoint, must not be 
allowed to become dis-organized or to break down under 
the combined pressure of additional work and the possible 
loss of key men to military service.” 

Every worker in these departments should have an 
understudy, and in certain highly specialized positions 
there should also be a sub-understudy, Mr. Smith believes. 

“The problem in the large plants is not so acute,” he 
said, “because office procedures there are largely a matter 
of established routines as defined in manuals. If certain 
men are drafted, the company can upgrade girls and older 
men to take their places without much loss of time. 

“In small plants, however, the situation is more diffi- 
cult because the individual is more important than in & 
large concern. The present represents a major oppor- 
tunity for men in the middle forties to assume important 
posts, primarily in small and medium-size companies.” 


NEW BARKLEY CATALOG 

Just off the press is catalog No. 742 of C. L. Barkley 
& Co., 517 S. Jefferson St., Chicago, colorfully illustrating 
the firm’s complete line of filing supplies and transfer 
cases. Featured is the Barkley plastic tab index, said to 
be especially popular these days when conservation of 
filing space is increasingly essential. 


August, 1942 
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ooque ii = enclosed cord witl 
fur your canzidcration 
, ete Aetuils 
being ert Very tenly yones 
Ld Bart Suns Company, bed 


Put a patch of patriotism in a 
corner of your letters and add 
distinction and color to war- 
time correspondence. 


Use Dennison’s handy gum- 
med seals to point out special 
paragraphs, remind of enclo- 
sures, or star particular 


thoughts in your message. 


The red, white, and blue seals 
shown below are but a few of 
the many Dennison designs 
available. Only 10¢ a full box 


at your regular stationer’s. 


To answer the above ad use QUICKMAIL COUPON No. 30 
August, |942 


Conserve FILING EFFICIENCY 


Suggest BARKLEY INDEXES 


. to Conserve Space 
." . . » to Conserve Time 


BARKLEY /astic TAB INDEXES 


Positively, valuable inches are 
saved in any kind of filing 
drawer because BARKLEY 
Plastic TAB INDEXES have the 
entire body above the guide 


card. Thus a 20 to 40% saving 
is assured. 


Remember this feature when talking TAB INDEXES, plus 

‘he additional features of Magnified Visibility, Smooth 

Non-Snag Surfaces, Full Range Visibility, etc... . then 

sell your customers BARKLEY Plastic TAB INDEXES 

and you are sure of satisfying them every time. 
Write for Samples. 


C. L. BARKLEY & CO. 


Established 1921 
Manufacturers of Filing Supplies 
517 S. Jefferson Street Chicago, IL 


To answer the above ad use QUICKMAIL COUPON No. |8 
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‘'HERE’S GENUINE 
ONG LEAD REFILLS 


For the 
. Millions of 


\ 
\ 
\\ 
\ 
€, \ 
eo 


POPULAR 
COLORS 


The [ONG-[EAD 


PENCIL 


iuways sharp 


“ ALWAYS READY TO WRITE 


And in the wide range of degrees and colors 
available in Scripto leads, there is one for all 
who write or figure. When the 4-inch lead is 
finally used up, merely insert another, and you 
are ready to go again! 


We suggest that you take extra good care of 

your Scripto pencils. The supply of materials 
a for making new pencils may be uncertain for 
% the duration of the war. But each Scripto pen- 
cil is built to last and the 4-inch genuine 

Scripto refill leads are plentiful. They are al- 

~ ways sharp—always ready to write—always 
the correct diameter for any Scripto pencil. 


ASK YOUR OFFICE SUPPLY DEALERS 


They will gladly quote 
prices and give prompt at- 
tention to your orders for 
the various degrees and 
colors of both 4-inch and 
1%-inch Scripto leads. Ask 
them now. 
Nea = IDENTIFY 
Bares ’ 4 LEADS BY 
CIRCLE ON THE 


MFG.CO. * ATLANTA, GA. 


To answer the above ad use QUICKMAIL COUPON No. 16 


WAMPLER HEADS CARRIER CORP. 

Cloud Wampler, executive vice-president of Car. 
rier Corp., Syracuse, N. Y., manufacturer of air-condition. 
ing equipment, was recently elected president, succeeding 
the late J. Irvine Lyle. At the same meeting, Edward T, 
Murphy, senior vice-president of the corporation and one 
of its founders, was elected a member of the board of 
directors to succeed Mr. Lyle. 

Mr. Wampler began his business career in 1916 with 
Harris Trust & Savings Bank, Chicago, and a year later 
entered the U. S. Army in which he served as a general 
staff officer. After the war he returned to the banking 
business, later founding the firm of Stern, Wampler & Co, 
of which he was president prior to joining Carrier Corp, 
in 1934. At the present time, more than 98 per cent of 
Carrier’s business is for war purposes. 


CEL-U-SEAL BECOMES DURA-SEAL 


The Morilla Co., Inc., manufacturer and importers 
of artists’ papers and drawing materials, 34-36 Cooper 
Sq., New York, announces that its transparent adhesive 
film formerly known as Cel-U-Seal is now on the market 
under the name of Dura-Seal. An acetate film used for 
covering and protecting maps, charts, blue-prints, and doe- 
uments, Dura-Seal is readily applied by hand without use 
of heat or moisture. It comes in rolls from eighteen inches 
to fifty yards long and is used extensively by government 
departments and defense plants. Information and samples 
are available on request to the company. 


HORDER’S PATTERN ANALYSIS RECORD 


Out of its own experience in determining the “pat- 
tern” required by WPB to be put on all purchase forms, 
Horder’s, Inc., Jefferson & Quincy Sts., Chicago, has de- 
vised a Pattern Analysis Record for Determining Monthly 
Pattern required by Priority Ration No. 10 (end use), War 
Production Board. The book is self-indexed by classifica- 
tions (USA-USN-LL-FP-DP), and 17 ruled columns on 
each page have authentic printed headings (1.00, 2.00, 
2.10, 2.20, ete.) ready for automatic money distribution 
from orders. Full instructions are included with detailed 
examples. The book is printed and copyrighted by George 
E. Cole & Co., Horder’s publishing and printing subsidiary. 


IBM EARNINGS UP 


Net earnings of International Business Machines 
Corp. for the six months ending June 30, 1942, were, 
according to recent report, $11,888,406 before providing 
for U. S. federal and Canadian income and excess profits 
taxes. They compare with net earnings for the corre- 
sponding 1941 period of $8,405,336, an increase in net earn- 
ings before taxes of $3,483,070. After providing for estt 
mated taxes (including $3,212,000 U. S. Excess Profits 
Tax), the net income for the six months of 1942 was 
$5,715,106, equivalent to $5.77 a share on the 990,116 
shares outstanding June 30. 

“If the tax bill as passed by the House of Representa- 
tives and now before the Senate is passed by that body, 
additional Federal taxes of approximately $1,850,000 will 
be levied,” Thomas J. Watson, IBM president, stated: 
“After such additional federal taxes, earnings per share 
for the six months ended June 30, 1942, would equal $3.90 
per share.” 

In discussing his company’s situation, Mr. Watson fur- 
ther stated: “This company has entered into government 
munitions contracts to a large extent. The operations 
under such contracts are kept entirely separate, and te 
separate audit thereof is maintained. The company 18 
under commitment that its profits shall not exceed a” 
amount deemed reasonable by the government authorities. 
Any figures respecting such operations are, therefore, not 
included in the quarterly report now being issued.” 


Ree: 34 OFFICE EQUIPMENT DIGEST August, 1942 
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When Esterbrook Pens 
Go Marching Off to War 


Uncle Sam and many of the Country's vital war in- 
dustries have ordered hundreds of thousands of 
Esterbrook Pens. At the same time, our ability to 
meet this expanding demand for our products has 
been limited by restrictions on rubber, metal and 
other strategic materials. 


Naturally, under circumstances such as these, our 
good friends and customers have found their non- 
rated orders for our products delayed while orders 
essential to our war effort are being filled. 


We appreciate the good grace with which you have 
accepted these delays. Your helpful understand- 
ing has encouraged us and we take this oppor- 
tunity to tell you that we will make every effort to 
fill your orders as quickly as government and war 
industry priority demands and our raw material 
supplies will permit. 


THE ESTERBROOK PEN COMPANY 


CAMDEN, N. J. 


/ | 


WITH 


Quality Brief Cases are essential to the war effort. 
They assist Inspectors, Technicians, Executives of gov- 
ernment, war boards and industries to more efficiently 
carry out their tasks. 


We are grateful for the part our plant now contributes 
to the war efforts—and through our dealers, who can 
help us keep the supply channels open by classifying 
their purchase orders under Priorities Regulation. 


FRANK —— 
Frank MASH ECO, 


New York Office: HAROLD ATWOOD, 280 Broadway 
“If it's made with leather, MASHEK makes it better.” 


HELP YOUR CUSTOMERS TO 


Step On Its Neck 


COOK'S 


STEEL FILE SIGNALS 


With the growing demand for detailed reports, clerical 
departments can become production "bottle necks'’ over 
night. Only relief. ready access to facts . . . easy when 
records are equipped with Cook's Steel File Signals. 


QilAcaa 


. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. 


"NERY COOK PRODUCT UNCONDITIONALLY GUARANTEED" 


a 


To answer the above advertisement use QUICKMAIL COUPON No. 9 


August, 1942 


NOW All-Wood 


~~ OFRCR VALET 


WARDROBE RACKS... 


in all-wood construction duplicating in 
design features and finish the OFFICE 
VALET Steel Racks now standard with 
many of your customers. Accommodate 3 
people per running foot, any length, fit 
in anywhere and keep clothing ‘‘in press’ 
and well aired. Save locker room space 
for productive use. 


VOGEL-PETERSON CO. 
“The Checkroom People” 
1818 N. Wolcott Ave., Chicago, U. S. A. 


1] New all 


: Wood 
units 
exactly 
sd match 
Standard 

‘ Steel 
Equip- 
7 ment. 


Write for Catalog showing complete 

line from Non-tipping 6 persons 

Office Valet (costumers) to com- 2 
plete wardrobe systems. Surveys ices ee 4 
of plant with recommended layouts i , .* Bis fc 
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For every tank produced 
today there are “tank loads” 
of letters written about it. 
Letter production is of 
War Production and nec- 
essitates speed and accuracy 
in handling. The ERROR- 
NO Copyholder on the job 
insures rapid-fire output of 
today’s vital letters, reports 
ifications and _ records. 
se ERRO-NO and Keep 
‘em Rollin’! 


Send QUICKMAIL COUPON 

No. 28 for today’s delivery 

details. 

The Dawn Manufacturing 
Corporation 


42 Mt. Hope Avenue 
Rochester, N. Y. 


ERROR-NO 


BUILT IN SEVEN SIZES 


eae Re ks 


IE 


Grade A o@ A suplicator ink prepared 
and adapted for use with open or closed type 
cylinder duplicators. It is uniform in quality, 
free flowing, quick drying. For use with cellu- 
lose or non-cellulose stencils. 


Available in: 

y-lb. round cans with wide mouth opening 
1-Ib. round cans with wide mouth opening 

Y2-lb. round cans with narrow mouth opening 
1-Ib. round cans with narrow mouth opening 

'/-lb. square cans, cone-shape spout opening 
1-Ib. square cans, cone-shape spout opening 


Thrift-Quality 


@ A specially manufactured low-priced 

ink that produces clear and uniform 
copies. Thrift-Quality ink is adapted for use with open 
or closed type cylinder duplicators. May be used on all 
makes of duplicators and with any type of stencil. 


Furnished in 1-lb. round cans only 
Write for detaits. 


> i 
~~ FOR use witkore™ 


SPEED-O-PRINT CORP. Chicago, Ill. 


In answer to this advertisement use QUICKMAIL COUPON No. 35 


36 


TODAY more than ever, 
customers want QUALITY. 
* TEMPO is * 


SS 


tops.” 


WRITE FOR INFORMATION 


mit HARDI NG 
435 West Pico Blvd., Los Angeles 
416 Commonwealth Annex, Pittsburgh 


Manufacturers of famous TEMPO FILM STENCILS 
To answer the above ad use QUICKMAIL COUPON No. 26 


Codo RIBBONS 
CA. 


SUPER-FIBER 
RIBBON 


A master Ribbon 
made for those who de- 
mand top-flight results 


SUPER-FIBER has an 

unfailing resilience that 

gives service to the 
very limit, and the Ribbon does not lose color from 
long use. For the customer who expects and demands 
the utmost, SUPER-FIBER is your sure means of giving 
satisfaction. It is furnished in all colors and to fit all 
typewriting machines. 


Codo makes carbon paper for every copying purpose. 


CODO MFG. CORP. 


CHICAGO NEW YORK 
509 SO. FRANKLIN ST. 270 LAFAYETTE ST. 


FACTORY: CORAOPOLIS, PA. 


De wl 
To answer the above ad use QUICKMAIL COUPON No. 23 
August, 1942 


be TANKS-LETTERS DUPLICATING INKS 
a S> |“ 127 
a = 
ee d ~ 
2 a 
. —- 
~ SS ~ 
: ‘ 1 a Grade A ake 
-§ RS fh 
we DUPLICATING. | (fean Be saa 
= | UNIFORMIE, ot \ 
, "= * € ' FREE FLOWING LTY : \\ 
Ge { QUICK DRYING Qua ting : 
Som A i Dup 1c + 
‘ -Ay-P UES ey 
i VP Tk 
| a icscentl tee 
‘e Ifill a . 
oy Lebet carom 
7: |) | | 
‘ - 3 
4 3 - 16 
a ; y.rrrrtrti<“‘i‘“‘CSOC‘érCP 


ACME | 
VISIBLE 


TIME / 


ALL RECORDS 


P THE ARE /NSTANTLY 
WEIGHTLESS crm 
AIR MAIL PAPER & ENVELOPES Delays are out—as the unheard of demand on American 
* rane nen d makes i necessary YY ee ey Scores of 
imesses, manufacturers an overnment departments are 
20 SHEETS AND 1 ENVELOPE TO THE OUNCE handling increased volume easier and quicker with Acme 
Especially designed to obtain a maximum Visible Records— because they have available at all times 
individual mailing at the minimum single up-to-the-minute accurate data that saves precious time and 
rate for both foreign and domestic mail. enables them to keep pace with skyrocketing requirements. 
Beautiful 2 color catalog now ready! Acme Visible Equipment is applicable to every kind of 
*Trade Mark Reg. U. S. Pat. Off. record and, when applied, multiplies the value of the record 


and, in addition, effects a substantial savings in clerical time. 


A ENCY PAPER : = oo Ask for your FREE copy of Westrated folder, “ACME TIME SAVING VISIBLE RECORD SYSTEMS” 
, iy 00. ew von “’ TA ACME VISIBLE RECORDS. INC. 


122 S. MICHIGAN AVENUE, CHICAGO, ILLINOIS 


PATRIOTIC ENVELOPES 
FOR PATRIOTIC AMERICANS 


SA ARE RARE Ae Re 10 STRIKING 
DESIGNS 


ARTISTICALLY PRINTED 
IN RED AND BLUE 
“ON WHITE STOCK 
SELLING LIKE HOT 
CAKES WHEREVER 

SHOWN 


The purchasing agent 
whose war-busy firm seeks 
greater staff efficiency, will 
standardize on 


MONGOL 


THE BUSINESS PENCIL 
OF THE WORLD 


for its time-saving and 
general economy. “Half as 
many trips to the sharp- 
ener” is an important office 
economy in these days of 
high wages and a scarcity 


Thousands of patriotically mind- 
ed Americans want the oppor- 
tunity to show their loyalty and 
promote patriotism. These in- 
spiringly designed, up to the 
minute, 2-color Patriotic Envel- 
opes offer everyone a new and 
novel means to do this in their 
correspondence. 


SHOW THEM—THEY 


TSPIRIT OF ‘76 CARRIES ON! , SELL THEMSELVES 


ow enough in price so every- 
Ree keene kkk one can use them unsparingly! 


ALL ENVELOPES SIZE 6!/2 x 3% 
10 ASSORTED DESIGNS (ONE DESIGN SHOWN IN THIS AD) 


SUGGESTED | SEE re $.10 
SELLING A ad Ne ac.c cin ccapnee Geatonae a 
PRICES Sia sicnc cc ckccesxcannc ae 

YOUR Lots of 5,000 (evenly assorted)..... $25.00 

COSTS Lots of 10,000 (evenly assorted)...... 48.50 


Advertising Stuffers Available 
ORDER AT ONCE AND BE SURE OF PROMPT DELIVERY 


ae EBERHARD FABER 


August, 1942 


- 4 | ee 
a zs , oi ss | 3 
Z a — == May a is 
= _ p< | 
.. ——n- ies _ 
oly. SS = . we F f : 
oe Se (SAS wee Oe 
+4 —_ ! : > i ‘ ; 
| ee er Wis + 
rr \ sy 
2 ra an: | 
Yt: ea . 
j Liss f 2S. % + i 
oA he mh 
NY ZF AV 
Ba ‘bs 7 A : 
x* Yo ; iy * : % 9 . 
+ . 5. ag * eh o\o 
/f ( N) We” tA & 
at i \S 8 | 
¥3 SK" 
ar —Te 2 SS 
ey RR Be 
wag Cry Je. S | 
eS a 
NE 02 ME oN : 
— r= ; : 
2 a 37 | 


eco h 
a ‘STAPLE REMOVER 


. . The New PRESTO Staple Re- 
Machines to the very utmost, pleasing our old cus- pret pa ep re- One 


tomers. ; sony moves all wire staples from 

ss 7 checks, letters, reports and of the 
BUT, we ALWAYS have time to make new friends. ; other papers. No torn papers. Foye 
Let us serve you. No broken fingernails. The 


Presto is made of colorful PRESTO 


- a plastic and hardened steel— ,., 
+ j priced low — assuring wide Time 


161-163 William Street New York, N. Y. eee ee 


Manufacturers of Carbon Papers and Inked Ribbons Use Quickmail Coupon No. 15 


2 5 re METAL SPECIALTIES MFG. CO, 
3202 Carroll Ave. 


Genuine Art Corners by ENGEL 
For Photo Albums, Serap Books 


NATIONALLY ADVERTISED for mounting snapehots, postcards, clippings, 
stamps, etc. The self-selling display cartons create sales. 


we Oo co. 


- 


Gy PA SPaRQ 
Po Ch xt TENS Corners 


Arrt Corners 


Will mount prints ” " 
tight or loose, Clear as Glass. 


negatives can be Complete visibility. 


filed in back. Prints or stamps 
100 of a color in — - 


1 to sell f removable at will. 
_— apres 100 in boxette to 


Order from your chalecsier- er ‘earlte sell for 15c. 
ENGEL ART CORNERS MFG. CO.., 4709-11 N. Clark St., Chicago, Ill. 


— oh - no 


SHAW-WALKER > MASTER-CRAFT LOOSE-LEAF 


Division Kalamazoo, Mich 


oS & & & & & + & 


Use QUICKMAIL , 
FOR FAST SERVICE i2~ Jegeneage Buy the Quality Line 


That’s the UNIVERSAL SERVICE from their HONOR RO LL 


large stock of Visible Record Equipment 
and other business equipment such as 


Distinctive design, quality construction 
d let i 

Calculators, Comptometers, Addressographs, - nee: dex ait cere 

Multigraphs, Dictating Machines, Mimeo- — ss 200 name capacity. Another desjgn, 

graphs, and Office Machines. 7 ee not illustrated, has glass front. 


U N j Vv cL R Ss A L 5 ” Order direct or thru your stationer. 
OFFICE EQUIPMENT co., INC.4 Write today for free illustrated folder 


561 BROADWAY NEW YORK CITY and low prices. B-2, Walnut. 17" x 22!/2'". $16.25 
“The House That Confidence Built” : 
Cable "Uniquip"—New York GENERAL EXHIBITS & DISPLAY, INC., {119 N. Franklin St., Chicago, Ill 


een eo me «@ kt kk we we e He OF 


i 0 U | ( x Csaba 


WIDE RANGE OF Use the ready-made QUICK- 
eS ee MAIL Reply Coupons Follow- 
’ ing Page |0 of this issue. 


oH CATALOG AND PRICES It talkes only ] minute plus Ic to make an inquiry! 
THE HEYER CORPORATION - CHICAGO 


OFFICE EQUIPMENT DIGEST August, 1942 
For Purchasing Agents, Controllers, Office Managers 
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= LETTERING GUIDES & STYLI 
= P)\\ oo 
a SE cue: ee . _. 


Covers are 
of heavy blue 
leatherette stock; 


numbered; 


spiral binding en- 
ables book to lie 
flat at all times. 


Write today for 


descriptive circulars 


Technygraph €,. 


TECHNY, ILLINOIS 


This systematic 
and protective 
filing method 
insures utmost 
safety for sten- 
cals, at low cost. 


2 SIZES 


—for 50 and 
100 STENCILS 


20” long, 10” wide; 
index page standard 
on both sizes; produc- 
tion record page for 
each stencil allows 
space for com- 
plete informa- 
tion. 


Vay, 
FILE STENCILS 
fee Kea tun 


Service on a 
helping many 


Machines 


good- will and insure you 
peace comes and merchandise is plentiful again 


IMPORTANT 


Today many of your customers are working directly or 
indirectly on war production. 
ratings on orders they 
and get faster service 


HOTCHKISS 


NORWALK, CONN., DEPT. D 


“Pioneers in all that’s best in Stapling” 


lers—repairing and reconditioning = is 
otchkiss dealers to build good-will and over- 
come customer disappointment over shortages. 


Prompted by these dealers, users e ere are looking u 
broken or discarded staplers one aie 4 
put into serviceable condition. 


Usually parts for repairs are available and such parts can 
be shipped promptly. If you are not prepared to 
a@ particular repair job, write us and we will 
shipping instructions for the damaged machine. 
cases that is needed is to clean and oil the machine. 


Advertise your an as Service headquarters for S 
It will bring customers into your store, 
against loss of business when 


Ask for classifications or 
ive you so as to protect you 
or them, 


Folding Machines 
Mailing Machines 
The National Exhibit of Office Machines 


MAILERS SERVICE & EQUIPMENT CO. 


38-40 W. Sth St. 


RITE-RITE MFG. C0. * DOWNERS GROVE, ILL. 


To answer the above ad use QUICKMAIL COUPON No. 19 


Condccos 


® Filing Systems 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPANY 


Addressograph Adding Machines 
Elliott Calculators 
Mimeograph Comptometers 
Multigraph Check Writers 
Sealing Machi Dictaph 


SAVE ON 


OFFICE MACHINE FACTS 
@ Six Stories Of Office Machines 
@ "One Source Buying” 

@ Low Prices . . . Best Values 

@ All Machines Guaranteed 


Send for GIANT NEW FREE CATALOG 
listing hundreds of office machine buys. 


Bookkeeping Machines 
Kardex, etc. 


(Mailers Bidg.), Dept. D-8 
Cable: MAILSERV, N. Y. 


New York City 


August, 1942 


Holy Uncle Sam... 
Materials 


Buy the preferred Daco line. 


Daco products are made to 
last longer, reducing costs and saving materials. 


@ Filing Folders 


® Printed and Ruled Stock Forms ® Guides and Indexes 


®Special and N.C.R. Forms ®@ Bank and Insurance Forms 


Write today for illustrated 
Catalog and Prices 


P THE DACO CARD «. INDEX CO. 


9 FEDERAL COURT + BOSTON,MASS 


g them in to be 
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SPELLED W-R-I-T-E! 
PRICED R-I-G-H-T! 


Carbon Papers and inked 
Ribbons 


For clean, clear impressions— 
long service—economy in use 
—you can't buy better carbon 
papers and inked ribbons! 
Guaranteed consistent quality 
and uniformity. 


Send Today for Free Samples and Attractive Prices. 


Use QUICKMAIL COUPON No. 32 Ww 7 I T E 


INCORPORATED 
420 Lexington Ave., New York, N. Y. @ Factory: Bridgeport, Conn. 


(BERNGRD:) 


SCHOLASTIC EYELET PLIERS 


A light, sturdy eyelet plier used in large 
quantities in sch and ges all over 
the country, for safely Siading papers and 
records of all sorts. Punches 5/32" hole and 
uses Bernard Standard Eyelets for best results. 
This is just another Bernard Tool of which 
there are more used by more users than all 
other makes. Fully guaranteed. 

And, we repeat, Bernard Tools bring profits 
for you too. 


Use QUICKMAIL COUPON No. 7 


The Wm. Schollhorn Company 


New Haven Connecticut 


No. 180—5"" 


TRADE MARK REG, 


“ae ~ MOUNTING 
NUACE CORNERS 
Here's Your Solution .. . ! 


NuAce Mounting Corners are the answer to all mount- 
ing purposes. They are used to mount clippings, draw- 
ings, photographs, maps and over 200 other items. 
NuAce corners are handy, neat and economical. Arti- SS 
cles can be removed or replaced at will without PATENTED 
damaging. 
Regular, Junior and Senior sizes. In Black, White, Green, Red, Gray 
Sepia, Ivory, Gold and Silver. Also in a crystal-clear Transparent style. 
Save Time! Save Money! Consult your dealer or write today for 
samples and prices. 


ACE ART CO.  itccicc wes: 


to answer the above ad use OUICKMAIL COUPON No. 34 | 


40 


The quality line that has consum- 


er appeal. 

@ DRAFTING KITS @ DRAFTING TABLES 

@ PROTRACTORS ®@ STRAIGHT EDGES 

@ TRACING PAPERS @ SANDPAPER PENCIL POINTERS 
@ LETTERING GUIDES ® INK-OUT 

@ ERASING SHIELDS @ ADHESIVES 

@ T-SQUARES @ TYPEWRITER CLEANERS 

@ TRIANGLES @ TYPEWRITER OIL 


©@ TYPEWRITER KITS 


Prices and delivery dates on the above items will be 
gladly given upon request. 


CARDINELL CORPORATION 


MONTCLAIR NEW JERSEY, U. S. A. 


August, 1942 
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For Permanent Records .. . 


Subject to Frequent Handling 


Cloth strip at binding edge multiplies 
strength of sheets many times. Avoids 
tearing of sheets at punchings and the need 
of patching with eyelet reenforcements. 
Bulk is approximately half that of sheets 
reenforced with cloth eyelets. 


Strips are in three widths, attached to 
sheets in staggered order to avoid bulk. 
Automatic machine production assures uni- 
formity and neatness. 


Sheets are of fine quality Bond Paper, 
sibstance 20, plain or faint ruled. Available 
ull range of sizes. 


For Permanent Records 
Subject to Frequent Handling 


Cloth reenforcement over the paper combines the 
strength of cloth and paper at the hinge. Avoids 
tearing at punchings and saves replacements. 
Cloth shield reenforcement over the index tabs 
~ gives permanence—withstands hard frequent use. 


Tabs are of black leather, A to Z letters hot 
stamped, both sides, with pure gold. Paper is 


Buff Peerless Ledger 32 substance, rounded four 
corners. 


™=™ 
panes % 
TrTTT 


TrTT 
beeeas 
Bas 


a MAIL COUPON | G0.n.8-42 CHICAGO, ILL. 


strength of pa FOR COREL AR 
and cloth at hinge SHOWING LIST PRICES 


WILSON JONES Co. 


Please mail circular on Reenforced Sheets. 


To answer this advertisement use above Coupon or Send QUICKMAIL COUPON No. | 
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... Provides fast, 
accurate FILING 
and FINDING... 


and it is available for 


immediate shipment to 


ANY and EVERY business 


THE VICTOR 
WOOD FILES... 


that save steel yet give just as effective 
filing service. In fact they are quieter, 
smoother in operation. 


VICTOR VISIBLE NAME 
Celluloid Angle Tab 
GUIDES — FOLDERS — SYSTEMS 


Every caption always at exactly the 
right reading angle in every drawer of 
the file. Faster, more accurate filing that 
helps to maintain business operations at 
wartime speed. 


VICTOR FILING SUPPLIES 
Folders, Card Guides, etc. 


Many hundreds of high quality items to 
make the important filing job easier and 
more efficient. 


L | 
U2 


Mail the coupon for full particulars 


THE VICTOR SAFE AND EQUIPMENT CO., INC., N. TONAWANDA, N. ¥. 
= Buy WAR BONDS and STAMPS for Victory 


To answer the above advertisement use QUICKMAIL COUPON No. 6 
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